
  United States Department of Agriculture 
 

Natural Resources Conservation Service 
210 Walnut Street, Room 693 
Des Moines, IA  50309-2180 

Voice (515) 284-4222 – FAX (855) 261-3319 
An Equal Opportunity Provider and Employer 

 
 

January 28, 2016 
 
 

IOWA INSTRUCTION 440-398 – IOWA SECOND LEVEL REVIEW CHECKLIST FOR 
PROTRACTS GENERATED ENVIRONMENTAL QUALITY 
INCENTIVES PROGRAM OBLIGATIONS 

IA398.0 PURPOSE 

 
To distribute instructions for completing second level reviews for Environmental 
Quality Incentives Program (EQIP) contract obligations. 

IA398.1 SCOPE 

 
These instructions will be followed by all NRCS employees involved in obligating 
EQIP contracts. 

IA398.2 FILING INSTRUCTIONS 

 
This Iowa Instruction will be posted on the Iowa NRCS Employee Website, which 
can be accessed under the Topics/People/NRCS Employees/Iowa NRCS 
eDirectives or at this link Iowa NRCS eDirectives website. 

IA398.3 EXHIBITS 

 See attachments. 

 
 
 
 
/s/Kurt Simon 
State Conservationist 
 
Attachments 
 
 
 
 
 
 
 
E 
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CHECKLIST FOR PROTRACTS GENERATED ENVIRONMENTAL QUALITY INCENTIVES 

PROGRAM OBLIGATIONS 
 
1. PURPOSE: 
 

To distribute instructions for completing second level reviews for Environmental Quality 
Incentives Program (EQIP) contract obligations. 

 
2. EXPLANATION: 
 

National Bulletin 300-16-1 “Contract Quality and Review of EQIP Applications Prior to 
Obligation,” provided national guidance on a new quality assurance process designed to 
prevent recurring errors in contracting.  This guidance included an obligation checklist to 
verify criteria related to each application prior to contract obligation.  The checklist 
included the minimum criteria that must be checked at the field office level prior to contract 
obligation.  The area or State Office level were to use the checklist at the second level 
review as a pre-obligation quality assurance prior to obligation. 

 
States were given the choice to use existing checklists if the existing checklist includes all 
of the minimum criteria and conforms to program provisions.  The existing “Second Level 
Review Checklist for Iowa” was updated to include the minimum criteria and was 
approved for use by National Office.  The updated “Iowa Second Level Review Checklist 
for ProTracts Generated EQIP Obligations” is attached to this Instruction. 

 
The Iowa Second Level Review Checklist for ProTracts Generated EQIP Obligations will 
be used for all EQIP obligations.  Following are instructions for using this checklist: 

 
District Conservationist (DC) – 

 Completes application information at the top of the form. 

 Completes Tabs 1 and 2.  These questions are technical questions related to the 
conservation planning aspects of the application. 

 Signs the bottom of the form before providing the application packet to the farm bill 
specialist (FBS) to complete the first level review for the application.  Uploads 
completed checklist to the Document Management System (DMS). 

 
Farm Bill Specialist (FBS) – 

 Completes Tabs 3, 4, 5, and 6 as part of the first level review prior to obligation of the 
contract. 

 Signs the first level review certification when completed and the application is ready for 
second level review.  Uploads completed first level review to DMS. 

 
Area Program Specialist (APS) – 

 Reviews first level review for Tabs 3, 4, 5, and 6 and confirms application is ready for 
obligation. 

 The APS will select a minimum of three (3) approved applications per field office or  
five (5) percent of approved applications per field office whichever is greater for a 
technical review by the area office prior to obligation.  For applications selected for 
technical review, the APS will provide the application packet and checklist to the 
appropriate area discipline to complete the technical review of the application.  The 
technical review includes a review of Tabs 1 and 2 of the checklist.  If deficiencies are 
found, the application packet will be provided to the field office for corrective action.  
When the technical review is complete and correct, the area staff doing the technical 
review will sign and date the checklist and provide application packet along with 
completed checklist to APS. 
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 The APS will track all applications selected for technical review on the attached 
“Second Level Technical Review Log.”  At the end of the fiscal year (FY) obligations, 
the APS will provide this log to the State EQIP Coordinator. 

 APS signs the second level review certification when application is ready for obligation.  
Upload the completed checklist to DMS.  APS accepts second level review in Fund 
Manager. 

 Notify the assistant state conservationist for field operations (ASTC-FO) that the 
second level review is completed and the application is ready for obligation. 

 
Area Technical Staff (Area Resource Conservationist (ARC), Resource 
Conservationist (RC), Agricultural Engineer (AE)) 

 For applications selected for an area technical review, the appropriate discipline will 
complete a technical review of the application for Tabs 1 and 2 that were completed by 
the DC. 

 When the technical review is completed satisfactorily, the appropriate area discipline 
will sign the technical review certification on the checklist. 

 ARC/RC/AE will provide the completed and signed checklist to the APS to be uploaded 
to DMS for the contract. 

 
 
Approved By:  Date:  
 
 
/s/Kurt Simon  January 28, 2016 
State Conservationist 
Natural Resources Conservation Service 
210 Walnut Street, Room 693 
Des Moines, IA  50309-2180 
 
Attachment: Iowa Second Level Review Checklist for Protracts Generated EQIP Obligations 
 Second Level Technical Review Log 
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